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 HHS Procurement and Contracting Services 

SOLICITATION DOCUMENT 

 

 

   

 

Check one:   Invitation for Bid (IFB)     Request for Offer (RFO)     Request for Qualifications (RFQ) 

Check one:  Formal Informal 

Solicitation No.: Issue Date: Response Due Date: 

HHS0003913 01/22/2019 01/25/2019; 11AM 

Formal responses MUST be mailed to the address below.  Faxed or E-mail responses will only be accepted if 
indicated in the solicitation. 

Contact Information:  

Purchaser: Wendy Stevens 
Phone: (512) 406-2507 

Mail Response:  

Health and Human Services Commission 
ATTN: Response Coordinator 
1100 W 49th. MC 2020 
Austin, Texas  78756 
OR 

Fax Response: 
Email: PCSbids@hhsc.state.tx.us 

Ship to or Service Delivered to 

Location: 
Health & Human Services 
Brenham SSLC 
4001 HWY 36 South 
Brenham, TX 77833 

Source of Authority  CPA/TPASS  DIR  Other: 

By signing this document, respondent certifies that prices shown on this quote are true and correct. Should this bid/offer 

result in a Purchase Order, respondent agrees to comply with all "Terms and Conditions," which are attached and 

incorporated into this document. .     
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Check below if preference claimed under Texas 
Administrative Code (TAC), Title 34, Part 1, Rule 20.38:  

i. Goods produced or offered by a Texas bidder that is owned by a 

Texas resident service-disabled veteran 

ii. Goods produced in Texas or offered by a Texas bidder that is not 

owned by a Texas resident service-disabled veteran 

iii. Agricultural products grown in Texas 

iv. Agricultural products offered by a Texas bidder 

v. Services offered by a Texas bidder that is owned by a Texas 

resident service-disabled veteran 

vi. Services offered by a Texas bidder that is not owned by a Texas 

resident service disabled veteran 

vii. Texas Vegetation Native to the Region 

viii. USA produced supplies, materials or equipment 

ix. Products of persons with mental or physical disabilities 

x. Products made of recycled, remanufactured, or environmentally 

sensitive materials including recycled steel 

xi. Energy Efficient Products 

xii. Rubberized asphalt paving material 

xiii. Recycled motor oil and lubricants 

xiv. Products produced at facilities located on formerly contaminated 

property 

xv. Products and services from economically depressed or blighted 

areas 

xvi. Vendors that meet or exceed air quality standards 

xvii. Recycled or Reused Computer Equipment of Other 

Manufacturers 

xviii. Foods of Higher Nutritional Value. 

 
VENDOR / RESPONDENT MUST COMPLETE ALL 
ITEMS 
 
 

Signature of Vendor or Authorized Representative 

 

 

Print Name 
(Must be manually signed; failure to sign will disqualify 

response.) 

 
Texas Vendor Identification No. (or Federal Employer's ID): 

 

 

Name of Business   

Street Address  

City-State-Zip Code  

Telephone Number  

Fax Number  

E-Mail Address  

*By signing this bid, bidder certifies that if a Texas address is shown as the 
address of the bidder, bidder qualifies as a Texas Bidder as defined in 34 TAC 

Rule 20.32(68). 

AWARD NOTICE: The State reserves the right to make an award on 

the basis of low line item bid, low total of line items, or in any other 

combination that will serve the best interest of the State and to reject 

any and all bid items in the sole discretion of the State. 
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1. INTRODUCTION AND PURPOSE OF SOLICITATION  
 

The Health and Human Services Commission (HHSC) Procurement and Contracting Services (PCS) on behalf of 
the handicapped vehicle service, maintenance and repairs. 
 
HHSC/PCS will issue an individual purchase orders, contracts, or releases for each HHS agency, region, city, or 
location requiring goods/services under the contract(s).  Each order will include the delivery/service location and 
bill to address for the HHS agency requesting goods/services.   

2. AGENCY OVERVIEW 
 

The Health and Human Services Commission (HHSC) was created in 1991 to oversee and coordinate the planning 
and delivery of health and human services in Texas.  It is established pursuant to Chapter 531, Texas Government 
Code and is responsible for oversight of Texas Health and Human Services agencies (HHS agencies).  As a result 
of the consolidation due to House Bill 2292 (HB2292), some of the contracting and procurement activities for HHS 
agencies have been assigned to the Procurement and Contracting Services (PCS) section of HHSC.  As such,  
PCS will administer the initial stages of the procurement process, prior to the contract award, including solicitation 
announcement and publication, handling of communications from the respondent, as well as managing the receipt 
and evaluation of valid responses for final review and evaluation. PCS directs the execution of the award of the 
contract resulting from this solicitation. 

 
3. DEFINITIONS 
 

i. Appendix -- Additional information and/or forms that is available in the back of this solicitation 
document.  

 

ii. Contract -- A written document referring to promises or agreement for which the law establishes 
enforceable duties and remedies between a minimum of two parties. 

 
iii. Contract Term -- The period of time during which the contract will be effective from begin date to 

end, or renewal date.  The contract term may or may not be the same as the budget period. 
 

iv. Debarment -- An exclusion from contracting or subcontracting with state agencies on the basis of 
cause set forth in Title 34, Texas Administrative Code, §20.105 et seq., and the EPLS. 

 
v. Deliverables -- Goods or services contracted for delivery or performance. 

 
vi. Due Date -- Established deadline for submission of a document or deliverable. 

 
vii. Effective Date -- The date the contract term begins. 

 
viii. Respondent -- Entity or individual that submits a response to a solicitation. 

 
ix. Scope of Work -- A statement that defines specific services to be performed. 

 
x. Solicitation -- The process of notifying prospective contractors of an opportunity to provide goods or 

services to the state. 
 

xi. Subcontractor -- An entity hired by an awarded contractor to perform a portion of the scope of work 
by the entity contracting with an HHS agency as a result of this solicitation.  The contractor remains 
entirely responsible for performance of all requirements of the contract through monitoring the 
subcontractor's performance. 

 
xii. Unit Rate -- Payment mechanism for services that are paid at a set rate per unit of service; for 

example, plumbing repair services at a prescribed rate per hour. 
 

xiii. Vendor -- A contractor that provides goods and services that are typically procured through the 
open market.  

 
xiv. Vendor Identification Number (Vendor ID No.) -- Fourteen-digit number needed for any entity to 

contract with the State of Texas and which must be set up with the State Comptroller's Office.  It 

http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.531.htm
http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.531.htm
http://www.legis.state.tx.us/tlodocs/78R/billtext/html/HB02292F.htm
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consists of a ten-digit Vendor ID No. (IRS number, state agency number, or social security number) 
+check digit + 3 digit mail code. 

 
xv. Work Plan -- A plan that describes how services will be delivered and includes specifics such as 

what types of services will be provided, who will be responsible for the work, timelines for 
completion of activities, and how services will be evaluated when complete.  The work plan will be 
part of the contract. 

 
4. INSTRUCTIONS TO RESPONDENTS 

 
4.1. Before submitting a response to this solicitation, read the ENTIRE solicitation including the Terms and 

Conditions.  Failure to read any part of this solicitation will not relieve an awarded contractor of his/her 
contractual obligations. 

 
4.2. Failure to comply with this section may result in disqualification of the response. 
 
4.3. Responses to this solicitation will be received until the date and time shown above. Incomplete or late 

responses will not be considered. 
 
4.4. Responses to this solicitation may be submitted in original hard copy to the address below.  An authorized 

officer of the respondent must manually sign submittal. 
 

Original hard copy responses must: 
 
i. Be enclosed in sealed envelope(s) or sealed carton(s).  Include the solicitation number, time, date 

of opening and title of the solicitation on the face of sealed envelope(s) or sealed carton(s). 

ii. Include the respondent's name, address and telephone number on the face of all sealed 
envelope(s) or sealed carton(s). 

 
4.5. The physical address for hand delivery only is: 

 
Texas Health and Human Services Commission 

Procurement and Contracting Services 
Attn:  Response Coordinator 

1100 W 49th St.   MC: 2020 
Procurement and Contracting Services Building 

Austin, TX 78756 
 
4.6. Fax responses will be accepted at 512-406-2690 only. This is the only fax number that will be used for 

receipt of fax responses.  HHSC/PCS will not be responsible for failure of electronic equipment or operator 
error.  Late, illegible, incomplete or otherwise non-responsive submissions will not be considered. 

 
4.7. Response must include all required information/documents for this specification, but may contain 

additional information considered pertinent by respondent.  HHSC/PCS reserves the right to reject any or 
all responses.  All responses become property of HHSC/ PCS. 

 
4.8. Respondent must provide the following contact information for the submitted response: 

 
Respondent Contact Person: 

Respondent Contact Phone Number: 
Respondent Contact Fax Number: 

 
5. QUESTIONS 
 

5.1. The sole point of contact for inquiries concerning this solicitation is: 

 
Purchaser's Name: Wendy Stevens 
HHSC/ PCS 
Tel: 512-406-2507 
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Fax: 512-406-2690 
Email address: wendy.stevens@hhsc.state.tx.us 
 

5.2. Direct all communications relating to this solicitation to the HHSC/PCS contact person named above.  All 
other communications between a respondent and HHS agency staff concerning this solicitation are 
prohibited.  In no instance is a respondent to discuss cost information contained in a response with the 
HHSC/ PCS point of contact or any other staff prior to response evaluation.  Failure to comply with 
these requirements may result in response disqualification. 

 
6. PCS AMENDMENTS AND ANNOUNCEMENTS REGARDING THIS SOLICITATION 
 

PCS will post all official communication regarding this solicitation on the ESBD website, including the notice of 
award for solicitations exceeding $25,000.  PCS reserves the right to revise the solicitation at any time.  Any 
changes, amendments, or clarifications will be made in the form of written responses to respondent questions, 
amendments, or addendum issued by PCS on the ESBD website.  Respondents should check the website 
frequently for notice of matters affecting the solicitation. 

 
7. HISTORICALLY UNDERUTILIZED BUSINESS (HUB) REQUIREMENTS 
 

7.1. HHSC is committed to promoting full and equal business opportunities for businesses in state contracting 
in accordance with the goals specified in the State of Texas Disparity Study.  HHSC encourages the use 
of Historically Underutilized Businesses (HUBs) through race, ethnic and gender-neutral means.  HHSC 
has adopted administrative rules relating to HUBs, and a Policy on the Utilization of HUBs, which is 
located on HHSC's website.  

 
7.2. Because the estimated value of the solicitation or resulting contract is less than $100,000, respondents 

are not required to submit a HUB Subcontracting Plan with their response at the time of submission.  If 

subcontractors are used in the delivery of the goods and/or services, the awarded contractor(s) is 
requested to submit monthly progress reports, in the prescribed format, to HHSC's HUB Program 
Office.  When applicable, the reports should include a narrative description of the contractor's good faith 
efforts and accomplishments, and financial information reflecting payments to all subcontractors, including 
HUBs.  

 
7.3. During the term of the original contract, HHSC and the awarded contractor(s) may have the opportunity to 

modify its arrangement, which may require a new scope of work through an amendment, renewal, or 
extension of the contract.  As a result, the amendment, renewal, or extension of the contract may 
potentially increase the contract value to equal or exceed $100,000.  As applicable and in accordance with 
statute and the HUB rules, the HHSC HUB Program Office may review the proposed amendment, 
renewal, or extension for potential subcontracting opportunities and for the inclusion of the HUB 
Subcontracting Plan.  

 
8. ESTIMATED QUANTITIES 

 
8.1. Neither PCS nor any HHS agency guarantees the acquisition of any quantities of goods or services during 

the term of the contract.  "Quantity" information is provided only as a guideline for preparing the response.  
The quantity information should not be construed as representing anticipated or actual quantities that will 
be ordered. 

 
8.2. PCS does not guarantee the use of the blanket contract or the award of services for any facility or office.  

HHSC reserves the right to resolicit some or all of the facilities or office locations if PCS determines that it 
is in the best interest for the state. 

 
9. METHOD AND TERMS FOR ORDERING 

 
9.1. Release orders:  for these services will be issued by PCS on an as needed basis or may be requested 

(call out) by the Contract Manager as needed if indicated in the solicitation. 
 
9.2. Effective dates of Release orders:  The vendor shall honor all release orders that are prepared, dated and 

approved by PCS prior to the conclusion of each contract period and/or the date of expiration of the 
blanket order.  The contractor will be obligated to fill these orders if received by the contractor within a 
period of fifteen (15) days following the end of each period. 

http://www.hhsc.state.tx.us/about_hhsc/BusOpp/HUB/HHSC_Policy.shtml
http://www.cpa.state.tx.us/procurement/prog/hub/hub-forms/HUBSubcontractingPlan.pdf
http://www.cpa.state.tx.us/procurement/prog/hub/hub-forms/HUBSubcontractingPlan.pdf
http://www.cpa.state.tx.us/procurement/prog/hub/hub-forms/HUBSubcontractingPlan.pdf
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10. SCOPE OF WORK (SOW) TO BE PERFORMED 

 

10.1. DESCRIPTION OF SERVICES:  Provide full maintenance and repair services for wheelchair lifts upon 
request.  Contractor will provide repair parts & hourly labor for the Brenham State Supported Living Center 
(BSSLC). Awarded contractor shall furnish all labor, tools, transportation, equipment, materials, and 
supplies, as necessary. Awarded contractor shall be responsible for supervision, clean up and disposal, 
and must have all applicable permits, licenses, and insurance coverage.  
 

10.2. GENERAL REQUIREMENTS  
 

 Perform preventive maintenance and repairs to BSSLC wheelchair lifts.  

 Complete annual preventive maintenance and meet, exceed, or include any of the manufacturers’ 
requirements not listed. 

 Coordinate with and obtain approval from the designated BSSLC Representative prior to initiating 
any major repairs. 
 

10.3. EMERGENCY CALL-OUT: Verbally respond to requests for emergency services notification within one 
hour and be on site to perform repairs within two hours after being contacted. The designated    
BSSLC representative will notify the vendor if a call constitutes an emergency situation. The vendor shall 
contact the designated BSSLC Representative upon arrival at the job site. Emergency work shall be 
performed during normal working hours whenever possible; however, services shall be performed on a 24 
hour, seven day a week basis if deemed necessary by the designated BSSLC Representative. 
 

10.4. NON-EMERGENCY CALL-OUT: Verbally respond to requests for non-emergency service within four 
hours and be on site to perform repairs within 48 hours after being contacted. The vendor shall contact the 
designated BSSLC Representative upon arrival at the job site. 

 
10.5. ADDITIONS, DELETIONS, OR REPLACEMENTS: BSSLC may add, delete or replace an equipment at 

any time.  
 

10.6. FULL SERVICE MAINTENANCE:  
 

 It is the intent of this specification that the wheelchair lift equipment be maintained on an as needed 
basis as originally specified, designed, manufactured, installed and adjusted. Any components of 
the existing wheelchair lifts maintained under the resulting contract that are repaired, replaced or 
refinished by the Contractor shall be maintained at no additional cost to BSSLC. Maintenance shall 
cover at a minimum the following: 
 

 The Contractor shall furnish all labor and supplies, parts and material necessary to clean, examine, 
adjust and lubricate as required, and if conditions warrant, repair or replace items as identified 
below at the Contractor’s expense. 
 

 The Contractor shall maintain each wheelchair lift system in proper adjustment for smooth, quiet 
operation and maintaining performance of the original design of the equipment. 
 

 The Contractor shall maintain contact speed and brake to brake flight time as originally installed 
and adjusted and by manufacturer’s requirements. 
 

 Contractor shall furnish lubricants specified to the various lubrication needed. 
 

 For the purpose of clarification, any item not specifically excluded shall be the Contractor’s 
responsibility. 
 

 Acts of vandalism that are confirmed by the BSSLC Representative and that shall require repair 
and/or part replacement shall be at BSSLC cost. Cost estimates shall be submitted to the BSSLC 
Representative for approval prior to any repair being performed. 
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10.7. PARTS: 
 
All parts furnished under this contract shall be new and genuine manufacturer’s recommended or 
authorized replacement parts. If conditions warrant, the Contractor shall repair or replace items as 
identified below and at Contractor’s expense. Use of manufacturer rebuilt parts may be authorized by 
BSSLC Representative on a case by case basis provided each part is warranted for the same period 
and under the same conditions as the new part. Use of used parts is strictly prohibited. 
 

 Contractor shall maintain a sufficient quantity of repair parts on hand or have ready access to these 
parts. 

 

 Machines, worm gear, thrust bearings, drive sheave, drive sheave shaft bearings, brake pulley, 
brake coil, brake contact, brake and component parts. 
 

 Machine motor, motor generator, motor windings, rotating elements, commutator, brushes, brush 
holders, bearings and controlling apparatus. 
 

 Controller, selectors and dispatching equipment, all relays, solid state components, transducers, 
resistors, condensers, power amplifiers, transformers, contacts, leads, dashpots, timing devices, 
computer and microcomputer devices, steel selector tapes, technical and electrical driving 
equipment, signal lamps and position indicating equipment. 
 

 Governor components, governor sheaves and shaft assemblies, bearings, contacts, governor jaws, 
deflector or secondary sheaves, bearings, car and counterweight buffers, car and counterweight 
guide rails, car and counterweight sheave assemblies, top and bottom limit switches, governor 
tension sheave assemblies and compensating sheave assemblies. 
 

 Pump's, pump motors, operating valves, valve motors, leveling valves, plunger packing, exposed 
piping, above ground plungers and cylinders and hydraulic fluid tanks. 
 

 Ropes/chains and tension assembly, car and counterweight guide shoes including rollers or gibes, 
terminal stopping and speed limiting devices. Car and counterweight safety mechanisms. 
 

10.8. INSPECTIONS AND TESTS: 
 

 The Contractor shall request all applicable inspections as required by local, state and/or federal 
codes and regulations. 
 

 Where tags are required by code to be attached after the test, said tag shall have designated areas 
for dating tests and indicate type of test performed. 
 

 Any repair(s) or adjustment(s) necessary to complete a test shall be performed by the Contractor at 
no additional expense to the owner. 

 
10.9. CODE AND COMPLIANCE REQUIREMENTS: 

 

 All work performed under this contract shall be performed in accordance with the standards listed 
below and any revisions thereto, which are incorporated into this contract in their entirety: 
 

 Texas Department of License and Regulatory Services. 
 

 Local and state regulations governing wheelchair lifts. 
 

10.10. TRAINING: 
 

 Contractor shall provide on-site training to BSSLC staff on the functionality of all equipment on an 
as needed basis. Training shall last approximately four (4) hours per session. Training shall be 
coordinated through the BSSLC representative. 
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10.11. Awarded contractor shall furnish all labor, tools, transportation, equipment, materials, and supplies, as 
necessary. Awarded contractor shall be responsible for supervision, clean up and disposal, and must 
have all applicable permits, licenses, and insurance coverage.  
 

11. SITE RESTRICTIONS - OWNERS RULES AND REGULATIONS 
 
11.1. FAILURE TO OBSERVE THE FOLLOWING RULES AND REGULATIONS MAY RESULT IN 

PERMANNET EXPULSION FRON THE INSTITUTION’S PREMISIS: 
 

 Contractors are required to sign in each day in the Maintenance building on their way to the work 
site, and sign out at the end of each day. 
 

 Speed Limit is 15 miles per hour, maximum, on the entire campus. 
 

 All stop signs and other traffic controls must be obeyed. 
 

 Parking must be in areas designated by the plant Engineer. Do not drive or park on lawns without 
express permission. 
 

 Vehicles must be locked and the keys removed at all times when unattended. 
 

 Pedestrians have the right-of-way ALWAYS!  Drive with extreme caution, and be prepared to cope 
with unexpected circumstances. 
 

 Firearms, including ones in the possession of persons with a concealed handgun license, are 
strictly forbidden on campus. 
 

 Alcoholic beverages are forbidden on campus. 
 

 Animals and pets are forbidden on campus. 
 

 Tobacco products are forbidden on property owned or leased by BSSLC. This restriction applies to 
all buildings, state vehicles, and outdoor property (commonly referred to as the campus). Tobacco 
products are included in BSSLC’s contraband list, as are non-tobacco-related products that cue or 
mimic tobacco use. In addition, lighters and matches are considered contraband items in the 
treatment environment. Contractors are prohibited from sharing any tobacco products with any 
person served.  Contractors or any individual(s) who access the campus that use tobacco products 
must ensure that these products are not accessible to patients and are stored securely out of sight 
(including tobacco products left in private vehicles parked on hospital property. 
 

 Tools and Equipment must be properly secured at all times. 
 

 Contact with the facilities consumers is forbidden.  Do not give them anything, including cigarettes, 
matches, food, or money.  Should a consumer become annoying or obnoxious, notify the Plant 
Engineer, and/or direct care staff at once. 
 

 PARKING: The vendor shall make arrangements with the designated BSSLC representative prior 
to off-loading tools and equipment at the job site. The vendor shall park only in spaces assigned by 
the designated BSSLC representative. 
 

 RESTROOMS: Restrooms shall not be used for washing of tools and equipment. 
 

 SECURITY: The vendor shall provide an updated list of all vendor personnel at each job site and 
comply with all security measures required by BSSLC. 
 

 ACCESS: The vendor shall make prior arrangements with the BSSLC. Designated Representative 
for access to the building(s) for performance of the service. 
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12. WARRANTY REQUIREMENTS 
 

12.1. PERFORMANCE WARRANTY: Work performed under the purchase order shall meet all applicable 
standards and codes. The vendor shall guarantee all work included in the purchase order against any 
defects in workmanship; and shall satisfactorily correct, at no cost to BSSLC, any such defect that may 
become apparent within a period of one year after completion of work. The warranty period shall 
commence upon date of acceptance by BSSLC. 
 

12.2. MATERIAL WARRANTY: Materials provided under the purchase order shall be in current production, as 
offered to commercial trade, and shall be of quality material. USED, SHOPWORN, DEMONSTRATOR, 
PROTOTYPE, RECONDITIONED OR DISCONTINUED MATERIALS ARE NOT ACCEPTABLE. Materials 
shall be warranted against material defects and defects in workmanship for a period of not less than 12 
months and shall cover 100% parts and labor. The warranty period shall commence upon date of 
acceptance by BSSLC. If the manufacturer's standard warranty period exceeds 12 months, then the 
standard warranty period shall be in effect. The vendor shall be ultimately responsible for the warranty. 
The vendor shall provide the designated BSSLC representative with all manufacturers’ warranty 
documents upon completion of service prior to leaving the job site. 

 

13. HOURS AND DAYS SERVICES ARE TO BE PERFORMED 
 

13.1. Services are to be performed between the hours of 8:00 a.m. and 5:00 p.m. Any minor adjustment call 
back services will be performed during regular hours.  Awarded contractor is responsible for not interfering 
with normal flow of business. 

 
13.2. Outside Regular Hours -- Any services performed outside of regular work hours will need to be approved 

by the contract manager and will be paid at hourly rate stated in Appendix C -- Pricing Schedule  
 

13.3. HOLIDAYS:  HHSC does not specifically require the Contractor to work on these holidays but does require 
the Contractor to fulfill the requirements of the contract.  If this requires the Contractor to work on holidays 
observed by the state or the Contractor then Contractor shall fulfill obligations at NO additional expense to 
the HHS agency. 

 
13.4. The awarded contractor must provide a 24-hour contact number and name in case of any urgent issue 

that may arise.  Awarded contractor or a representative of awarded contractor's company must be 
available at all times. 

 
Provide name(s) and number(s) below: 

 

Respondent Representative   Phone Number   Cell Number 
 
14. TERM OF CONTRACT 

 
14.1. Initial Contract Term:  The initial term of Contract is award date -- 08/31/2022. 

 
14.2. Cost/Price Adjustments:  Price increases are not awarded automatically at contract renewal.  The awarded 

respondent must request a price increase in writing.  The pricing adjustments for contract renewal are 
based on increase in the Consumer Price Index (CPI).  The State of Texas shall permit "unit price" 
adjustments upwardly or downwardly when correlated with the Price Index specified herein.  Unless 
otherwise indicated, the Price Index shall be the specified index as published by the Bureau of Labor 
Statistics, Washington, DC 20212.  The baseline index shall be the Index announced for the month in 
which the bids opened. Unit prices may be adjusted for each renewal period in accordance with changes 
in the Index. The allowable percent change shall be calculated by subtracting the Baseline Index from the 
Index announced for the month in which the renewal option is exercised and dividing the result by the 
Baseline Index.  The allowable percent change shall be rounded to the nearest one-hundredth of one 
percent and shall be the maximum unit price adjustment permitted, except that the vendor may offer price 
decreases in excess of the allowable percent change.  Price increases for all renewal periods shall be 
based on the CPI-W. 
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The CPI-W Baseline Index month and year for the renewal period is: January 2019.  

 
14.3. If the Federal Minimum Wage Rate increases during the term of this service the minimum wage rate paid 

to janitors or workers will be increased and fees to the respondent may be increased.  This increase may 
be paid upon HHSC's receipt of written notification from the respondent that the Federal Minimum Wage 
Rate has increased.  No increase can be provided prior to the actual date of the Federal Minimum Wage 
Rate increase. 

 
 

14.4. Option to Extend Services: The respondent by submission of a response to this solicitation agrees that the 
HHSC may require continued performance, beyond the initial term or renewal contract term, of any of the 
herein described services at the rates specified herein.  This option may be exercised more than once, for 
the purpose of meeting HHSC procurement goals but the total extension of performance hereunder shall 
not exceed one hundred twenty (120) calendar days.  Such extension of services shall be subject to all 
specifications and terms and conditions of the contract resulting from this procurement, with the sole and 
limited exception that the original date of termination shall be extended pursuant to this provision.  The 
HHSC may exercise this option upon notice to the awarded respondent. 

 
14.5. During the contract period, the HHS agency may add space to an office, relocate offices, close offices, 

consolidate multiple offices into a single location, or expand from a single location into multiple offices. The 
HHS agency will attempt to provide awarded Contractor(s) with at least 30 days' notice of new address in 
the event of office relocation.  HHSC reserves the right, in its sole discretion, to add or delete space and or 
service locations during the period covered by any resulting contract(s) at the same rate.  Any new service 
locations added to this contract will be in close proximity to existing office locations (within 50 mile radius 
of existing location), or in the same HHSC region.  

 
14.6. Emergency Option to Extend Services: The Contractor by submission of a response to this solicitation 

agrees that the PCS/HHSC may require continued performance, beyond the initial term or renewal 
contract term, of any of the herein described services at the rates specified herein.  This option may be 
exercised more than once, but the total extension of performance hereunder shall not exceed one hundred 
twenty (120) calendar days.  Such extension of services shall be subject to all specifications and terms 
and conditions of the contract resulting from this procurement, with the sole and limited exception that the 
original date of termination shall be extended pursuant to this provision.  The PCS/HHSC may exercise 
this option upon written notice to the awarded contractor. 

 
15. CONTRACTOR'S RESPONSIBILITIES 
  

15.1. The Contractor shall comply with all federal, state and local laws, statutes, ordinances, rules and 
regulations, and the orders and decrees of any court or administrative bodies or tribunals in any matter 
affecting the performance of the purchase order including, if applicable, workers' compensation laws, 
minimum and maximum salary and wage statutes and regulations, and licensing laws and regulations. 
 

15.2. The Contractor will be responsible for verifying that all employees will be in compliance with all 
requirements of the Immigration Reform and Control Act of 1986, Public Law 99-603, which became 
effective November 6, 1986. 
 

15.3. The Contractor shall provide all labor and equipment necessary to perform/accomplish the service.  All 
employees of the Contractor shall be a minimum of 18 years of age and experienced in the type of work to 
be performed.  No visitors, wives, husbands, children or other relatives of the Contractor's employees will 
be allowed on state property during working hours. 
 

15.4. The awarded contractor will be responsible for all employment taxes and other payroll withholding for their 
employees. 
 

15.5. The Contractor shall be responsible for damage to the HHS agency's equipment, and/or the workplace 
and its contents by its works, its negligence in work, its personnel, or its equipment.  The Contractor shall 
be responsible and liable for the safety, injury, and health of its working personnel while its employees are 
performing work for an HHS agency. 
 

15.6. The Contractor shall have local telephone service.  The use of a recording/answering device, or an 
answering service, is not acceptable except for after normal business hours.  Normal business hours are 
considered to be between 8:00 AM and 5:00 PM Monday through Friday, unless otherwise stated in the 
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solicitation.  An emergency 24-hour response number must be provided to allow immediate contact of the 
Contractor. 
 

15.7. The contractor shall have available, under its direct employment and supervision, necessary organization 
and facilities to properly fulfill services required under the resulting contract and only personnel trained in 
completing the services shall be employed under and for this contract. 

 

16. PERSONNEL QUALIFICATIONS  
 

16.1. Technicians must have 3 years of experience in servicing equipment diesel vehicles in accordance with 
the Scope of Work in this solicitation or satisfactory completion of a manufacturers training course. Other 
qualifications may be accepted at the discretion of the Owner in lieu of the stated. 
 

16.2. Documentation of qualifications will be provided to PCS or the HHS agency upon request. 
 

17. PERSONNEL REQUIREMENTS/CONDUCT 
 

17.1. The Contractor and contractor employees shall not use state equipment including but not limited to 
(computers, telephones, facsimiles, copiers, printers, calculators, typewriters), except for phone use in 
cases of emergency and/or to respond to work requests from the HHS agency.  Misuse of this equipment 
may result in termination of the contract. 
 

17.2. The Contractor shall have competent supervisors at the work location at all times that services are being 
rendered.  All supervisors must be able to communicate fluently in English.  The supervisor shall be 
knowledgeable of the specifications of the contract, and shall personally inspect the work to ensure that 
uniform first class workmanship is continually maintained. 
 

17.3. Intoxicants and Illegal Drugs: The use of any kind of intoxicants or illegal drugs while on duty by the 
Contractor's employees may result in termination of the contract by the HHS agency.  Contractor's 
employees shall not bring intoxicants or illegal drugs onto state property. 
 

17.4. Quality and Job Progress: The Contractor shall maintain continuous awareness of the quality and 
completeness of the work performed/accomplished by his/her employees by personal inspection of the 
premises. The contractor may be required to inspect the job location/building with the contract 
administrator or designee. 
 

17.5. The Contractor shall provide trained qualified personnel to perform/accomplish the work in accordance 
with the contract documents. 
 

17.6. Absenteeism and Vacation: The Contractor shall provide substitutes for any workers not present for work. 
The Contractor shall provide relief personnel as necessary and/or work overtime at no cost to HHS agency 
to ensure that the requirements of this contract are performed/accomplished as required. 
 

17.7. It is understood and agreed by the HHS agency and the Contractor that the Contractor is retained as an 
independent contractor and in no event shall any employee hired by the Contractor be considered an 
employee of the state. 
 

17.8. The Contractor shall provide each employee used in the performance of work under the contract with 
adequate training to perform/accomplish the work competently as defined in the specifications. 
 

17.9. Smoking: All facilities are nonsmoking buildings.  CONTRACTOR'S EMPLOYEES ARE PROHIBITED 
FROM SMOKING IN ALL NON- DESIGNATED AREAS. 

 

17.10. When on state property, employees are required to wear uniforms and identifying badges at all times. 
Uniforms may be simple "company T-shirts" or smocks -- or other approved apparel. All employees must 
wear clean/presentable pants (no shorts). Company uniform shirts/smocks must be all of one 
uniform/consistent color or design. Managers/Supervisors may wear a distinguishing style of uniform, but 
should strive to maintain a company "standard color" to aid in identification. All contract personnel must 
prominently display their company identification cards - at all times. 
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18. CONTRACTOR'S PERSONAL CONDUCT 
 

18.1. While performing the services, contractor's and sub-contractor's personnel must comply with applicable 
state rules, regulations, and HHS agency's requests regarding personal and professional conduct 
applicable to the service locations; and otherwise conduct themselves in a businesslike and professional 
manner. If the HHS agency determines in good faith that a particular employee or sub-contractor's 
employee is not conducting himself or herself in accordance with this Section, the HHS agency may 
provide awarded contractor with notice and documentation concerning such conduct. Upon receipt of such 
notice, contractor must promptly investigate the matter and take appropriate action that may include:  

 
i. Removing the employee from the project;  
ii. Providing HHS agency with written notice of such removal; and  
iii. Replacing the employee with a similarly qualified individual in a period acceptable to HHS agency.  

 
18.2. Nothing in the Agreement will prevent contractor, at the request of HHS agency, from replacing any 

personnel who are not adequately performing their assigned responsibilities or who, in the reasonable 
opinion of HHS agency staff, after consultation with contractor, are unable to work effectively with the 
members of the HHS agency's staff. In such event, awarded contractor will provide replacement personnel 
with equal or greater skills and qualifications as soon as reasonably practicable. Replacement of key 
personnel will be subject to the HHS agency review and approval. The parties will work together in the 
event of any such required replacement so as not to disrupt the overall project schedule.  
 

18.3. The awarded contractor agrees that anyone employed by awarded contractor to fulfill the terms of the 
agreement is an employee of contractor and remains under contractor's sole direction and control.  
 

18.4. The HHS agency may request the Contractor to remove any employee for cause, including but not limited 
to: poor or unacceptable performance of work, theft, abusive language or behavior, improper attire, in 
accordance with the terms and conditions of the contract.  Occurrences of this type may be cause for 
termination of the contract. 

 

19. FORMER EMPLOYEES OF A STATE AGENCY 
 

19.1. Respondents must comply with Texas and federal laws and regulations relating to the hiring of former 
state employees (see e.g., Texas Government Code §572.054 and 45 C.F.R. §74.43).  Such "revolving 
door" provisions generally restrict former agency heads from communicating with or appearing before the 
agency on certain matters for two years after leaving the agency.  The revolving door provisions also 
restrict some former employees from representing clients on matters that the employee participated in 
during state service or matters that were in the employees' official responsibility. 
 

19.2. As a result of such laws and regulations, a respondent must certify that it has complied with all applicable 
laws and regulations regarding former state employees by signing this solicitation. Furthermore, a 
respondent must disclose any relevant past state employment of the respondent's or its subcontractors' 
employees and agents. 

 
20. CONTRACTOR'S PERFORMANCE 

 
20.1. All work performed under this contract shall be in accordance with this contract, local codes and 

ordinances and any other authority having lawful jurisdiction.  It is important that the contractor performs 
all duties as stated.  Failure to do so may result in cancellation of the contract. 
 

20.2. Quality Assurance:  The HHS agency shall periodically communicate with the awarded contractor via 
telephone, email, and on site visits to address questions, concerns or progress. 

 
20.3. All services and deliverables must meet or exceed the required levels of performance specified in this 

solicitation.  
 

20.4. Contractor will perform services in a skillful manner, in accordance with best practices and high 
professional standards used in well-managed operations performing services similar to the services 
described in this solicitation.  

 

http://www.statutes.legis.state.tx.us/Docs/GV/htm/GV.572.htm
http://www.hhs.gov/opa/grants-and-funding/grant-forms-and-references/45-cfr-74.html#74.43
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20.5. Within forty-eight (48) business hours, all performance issues reported to the awarded contractor shall be 
corrected.  If requested by the HHS agency, the contractor shall provide a written report detailing the 
performance issue(s) and resolution.  The HHS agency's contract manager will report/discuss 
performance deficiencies with the contractor and seek to achieve resolution of the issues with the 
contactor.  The HHS agency contract manager will report the following compliance issues to HHSC/PCS 
for resolution. 

 
i. Failure to reach agreement on corrective action. 
ii. Failure to perform in accordance with corrective action plan. 
iii. Numerous, repeated violations of this contract and corrective action plan(s). 

 
20.6. The HHS agency contract administrator and/or PCS may utilize a Comptroller of Public Accounts (CPA) 

Vendor Performance Form to report awarded contractor's performance to HHSC Procurement and 
Contracting Services (PCS) staff.  PCS staff may report the contractor's performance to the Texas 
Comptroller of Public Accounts-Vendor Performance Section. 

 
20.7. Respondent warrants that deliverables developed and delivered under this agreement will meet the 

specifications as described in the agreement during the period following its acceptance by the HHS 
agency, through the term of the agreement, including any extensions and/or renewals as provided in the 
agreement, which is subsequently exercised by HHSC/PCS. Awarded contractor will promptly repair or 
replace any such deliverables not in compliance with this warranty at no charge to the HHS agency. 

 

21. REMEDIES AND DISPUTES 
 

21.1. Respondent agrees and understands that HHS agency may pursue tailored contractual remedies for 
noncompliance with the agreement. At any time and at its discretion, HHS agency may impose or pursue 
one or more remedies for each item of noncompliance and will determine remedies on a case-by-case 
basis. HHS agency's pursuit or non-pursuit of a tailored remedy does not constitute a waiver of any other 
remedy that HHS agency may have at law or equity.  
 

21.2. The HHS agency will notify respondent in writing of specific areas of awarded contractor performance that 
fail to meet performance expectations, standards, or schedules, but that, in the determination of HHS 
agency, do not result in a material deficiency or delay in the implementation or operation of the services. 
 

21.3. Awarded contractor will, within three (3) business days (or another date approved by HHS agency) of 
receipt of written notice of a non-material deficiency, provide the HHS agency requestor a written 
response that: 

 
i. Explains the reasons for the deficiency, awarded contractor's plan to address or cure the deficiency, 

and the date and time by which the deficiency will be cured; or 
ii. If awarded contractor disagrees with the HHS agency's findings, its reasons for disagreeing with the 

findings. 
 

21.4. The awarded contractor's noncompliance may result in delayed payment or non-payment as determined 
by HHS agency.  

 
21.5. At its discretion, the HHS agency may require contractor to submit a detailed written plan (the "Corrective 

Action Plan") to correct or resolve an issue, deficiency, or a breach of this Agreement. 
i. A detailed explanation of the reasons for the cited deficiency; 
ii. Awarded contractor's assessment or diagnosis of the cause; and 
iii. A specific proposal to cure or resolve the deficiency. 

 
21.6. The Corrective Action Plan must be submitted by the deadline set forth in HHS agency's request for a 

Corrective Action Plan. The Corrective Action Plan is subject to approval by HHS agency, which will not 
unreasonably be withheld. 

 
22. REFERENCES 

 
22.1. Respondents must submit with response a list of business references (minimum 3) for which they have 

provided similar services for in the last two years.  Respondent's references should include at a minimum 
the company name, company point-of-contact, phone number, address, city, state, zip code and 
description of services provided, including language(s) interpreted (see attachment "Reference's).  Failure 
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to submit required list of references may cause response to be disqualified.  HHSC/PCS may contact any 
or all references prior to an award.  Any negative response may result in disqualification of the vendor's 
submittal. 

 
23. INVOICING AND PAYMENT 
 

23.1. HHSC/PCS will issue an individual purchase order for the HHS agency requiring services under the 
contract issued in accordance with this solicitation.  Each purchase order will include the appropriate bill to 
address for the HHS agency requesting services. 
 

23.2. Invoices submitted to the HHS agency must reflect the purchase order number as shown on the purchase 
order, and must specify in detail the work completed for which payment is due.  Invoices are to be 
submitted to the address specified on the individual HHS agency purchase order. 
 

23.3. Payment for services will be made by the HHS ordering agency in accordance with the Pricing Schedule. 
 

23.4. Contractor must submit Invoices on a monthly basis or as otherwise indicated on the purchase order.  
Separate invoices must be submitted for each service location. 
 

23.5. Failure to submit required information may result in delay of payment or return of invoice. 
 

23.6. No payment will be made under the contract until and unless the HHS agency approves the services 
performed. 
 

23.7. Prices shown on "Pricing Schedule (appendix c)" form are all inclusive and no other charges are 
authorized.  It is the responsibility of the awarded contractor to pay for any expenses incurred.  The HHS 
agency will not pay any per diem, travel, hotel, equipment, phone calls, paper, reproduction services, 
office space, or other incidental expenses related to performing the services as advertised. 
 

23.8. If the HHS agency disputes payment of all or any portion of an invoice from the awarded contractor, the 
HHS agency will notify the awarded contractor of such dispute and both parties will attempt in good faith to 
resolve the dispute. The HHS agency shall not be required to pay any disputed portion of an awarded 
contractor's invoice. Notwithstanding any such dispute, the awarded contractor must continue to perform 
the services and produce deliverables in compliance with the terms of this agreement pending resolution 
of such dispute so long as all undisputed amounts continue to be paid to the awarded contractor. 

 
24. INSURANCE  
 

24.1. Awarded contractor shall carry insurance in the following types and amounts for the duration of the 
contract (or the minimum limit specific by State of Texas statute, whichever is highest), and shall furnish 
Certificates of Insurance within (10) calendar days from the receipt of notice award.  State or other 
applicable entities, in lieu of the above, may submit a letter stating that they are self-insuring in the 
amounts required. 

 
i. Statutory Worker's Compensation and Employer's Liability with minimum of $100,000.00. 

 
ii. Comprehensive General Liability Insurance with minimum Bodily Injury limits of $ 500,000.00 for 

each occurrence, and Property Damage limits $500,000.00 for each occurrence to include 
Premises-Operations, Broad Form Property Damage, Personal Injury and Contractual Liability 
Coverage. 
 

iii. If the insurance policies are not written for the amount specified above, the Awarded contractor is 
requires to carry an Excess Insurance policy for any difference in the amount specified.  Awarded 
contractor shall be responsible for any deductible amounts stated in the policies. 
 

iv. If the service specified requires the awarded contractor to use an automobile, the awarded 
contractor shall carry Automobile Liability insurance for all owned, non-owned, and hired vehicles 
with minimum limits for bodily Injury $250,000.00 for each person and $500,000.00 for each 
occurrence, and Property Damage limits of $250,000.00 for each occurrence. 
 

24.2. Property Damage: AWARDED CONTRACTOR will protect the HHS agency's real and personal property 
from damage arising from awarded contractor its agent's, employees' and sub-awarded contractor's 
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performance of the Agreement.  The awarded contractor will be responsible for any loss, destruction, or 
damage to the HHS agency's property that results from or is caused by Awarded contractor, its agents', 
employees' or sub-contractor's negligent or wrongful acts or omissions. Upon the loss of, destruction of, or 
damage to any property of the HHS agency, awarded contractor will notify the HHS agency contract 
manager or other designated staff.  Subject to direction from PCS or the HHS agency's contractor 
manager or her or his designee, will take all reasonable steps to protect that property from further 
damage. 

 
25. MINOR INFORMALITY OR WITHDRAWAL OF RESPONSE  
 

25.1. Responses may be withdrawn from consideration at any time prior to the response submission deadline.  
A written request for withdrawal must be made to the HHSC Point of Contact. A respondent has the right 
to amend its response at any time and to any degree by written notice of changes or corrections in a 
sealed letter or carton to the Response Coordinator prior to the response submission deadline.  HHSC 
reserves the right to waive minor informalities in a response and award a contract that is in the best 
interests of the State of Texas.  A minor informality may include, but is not limited to, a minor irregularity or 
error such as a clerical error in the production of copies of the response.  When HHSC determines that a 
response contains a minor informality, HHSC shall notify the respondent of the irregularity or error and 
shall provide the respondent the opportunity to correct. 

 
26. EVALUATION  
 

26.1. Respondents may submit responses for an entire region or one or more specific locations out of a region. 
The Pricing Schedule will identify the locations that will be awarded immediately to be serviced now and 
any additional counties within a respective Region. Attached is a HHSC Regional Map to identify all Texas 
Regions and associated counties. 
 

26.2. Any negative result concerning submission information, references or forms may cause response to be 
disqualified. 
 

26.3. In evaluating responses to determine the best value for the State, PCS may consider information related 
to past contract performance/results of a Respondent including, but not limited to: CPA's Vendor 
Performance Tracking System. 

 
26.4. All responses will be evaluated in a standard manner and will be rated according to the following criteria: 

 
COST OF SERVICES SPECIFIED IN SOLICITATION 

 
Costs of services are significant in the overall evaluation of the responses. However, 
PCS/HHSC is not obligated to select the lowest cost response.  The award will be made to 
the vendor whose response is most advantageous to the HHS agencies, cost and other 
factors considered. 

 
EXPERIENCE AND PERFORMANCE RECORD 

 
PCS reserves the right to consider respondents experience with this agency or contact 
individuals or businesses, whether private or governmental, which might have information 
bearing on the performance record of respondents. 
 
Respondents must provide three (3) customer references for which a contract was entered 
into to perform similar or same work as detailed in this solicitation.  Each reference should 
provide information on experience of at least a two-year period.  These references must be 
submitted with the response. 

 
CAPABILITIES 

 
Evaluation will be based upon your response to this solicitation, overall experience, and 
vendor's capabilities with particular emphasis on the degree of supervision and number of 
employees that will be provided to perform this contract 

  

http://www.window.state.tx.us/procurement/prog/vendor_performance/
http://www.window.state.tx.us/procurement/prog/vendor_performance/
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27. PRICING 
 

Respondents must propose their pricing based on the specifications in this solicitation. Respondents must indicate 
their pricing in the format on the attached "Pricing Schedule" form. The HHS agency is not responsible for any 
ancillary costs and will not be responsible for any additional expenses incurred by the respondent that are not 
represented in the respondent's pricing.  

 
28. AWARD 
 

28.1. HHSC/PCS reserves the right to make an award on the basis of a low line item, low total (group or groups) 
or in any other combination, to the lowest respondent meeting or exceeding all advertised specifications, 
performance requirements, and terms and conditions, that will best serve the interests of the State.  
HHSC/PCS shall be sole judge of "the best interest of the state". 
 

28.2. A contract award or awards shall be made to the highest-ranked respondent(s) after PCS is satisfied that 
the respondent has met stipulations contained in this solicitation, and that the vendor can perform per 
specifications, terms and conditions. HHSC/PCS may also opt not to issue an award with regard to this 
solicitation. During the life of this contract PCS reserves the right to solicit for services that would normally 
be performed/accomplished using this contract if it deems that by doing so would be in the best interest of 
the state. 

 
29. INSTRUCTIONS FOR SUBMITTING RESPONSES 
 

29.1. NUMBER OF COPIES: 
 

Submit one (1) original of copies of the response.  An authorized representative must sign the original in 
ink.  Any disparities between the contents of the original printed response and the electronic response will 
be interpreted in favor of HHSC. 

 
29.2. RESPONSE SUBMISSION: 
 

Submit the following with the response.  Failure by the respondent to submit the documentation listed 

below may disqualify the respondent from further consideration. 
 

Section 1:  Signed Solicitation form: 
i. Original, signed, dated, and completed solicitation form. 
ii. All addendums (if issued) 

 
Section 2: Respondent's Background and Experience  

 
In this section detail the respondent's corporate background and experience.  If the respondent proposes 
to use subcontractor(s), it must describe any existing or ongoing relationships with the subcontractor(s), 
including project descriptions. Describe the respondent's corporate background as it relates to projects 
similar in scope and complexity to the project described in this solicitation.  This section must include 
information regarding the years the respondent has been in business under the same name completing 
the same or similar services. 

 
Section 3:  Capabilities: 
 
In this section, detail the respondent's approach and ability to meet the service requirements as specified 
in the solicitation.  Include organization chart, project management activities, number of staff, with particular 
emphasis on the degree of supervision and number of employees that will be provided to perform this 
contract.  Include a description of current business activities and if the response includes the use of 
subcontractors, include a similar description of each subcontractor's capabilities.   The respondent may 
add any other information that demonstrates their capability to perform under this contract.  

Section 4:  Attachments: 
 
In this section, include all required attachments.  
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i. Reference form (Appendix B) 
ii. Pricing Schedule (Appendix C), The pricing schedule includes the format for submitting the 

pricing information 

 
30. PROTEST PROCEDURES 

Texas Administrative Code, Title 1, Part 15, Chapter 391, Subchapter D outlines HHSC's respondent protest 
procedures.  

 
31. CONTRACT ADMINISTRATION: 
 

31.1. Administration of the contract is a joint responsibility of the HHS agency Contract Administrator and PCS.   
Any proposed changes to work to be performed, whether initiated by the HHS agency or the awarded 
contractor, must receive final written approval in the form of a Purchase Order Change Notice signed by 
the authorized PCS purchasing agent. 

 
i. Upon issuance of purchase order, PCS will designate an individual who will serve as the Contract 

Manager, if necessary, and point of contact between the agency and the vendor.  The Contract 
Manager does not have any express or implied authority to vary the terms of the purchase order, 
amend the purchase order in any way or waive strict performance of the terms or conditions of the 
purchase order.  This individual's contract management and contract administration responsibilities 
include, but are not limited to:  

ii.  
iii. Monitoring the vendor's progress and performance and ensuring services conform to established 

specification requirements. 
iv. Managing the financial aspects of the contract including approval of payments.  
v. Meeting with the vendor as needed to review progress, discuss problems, and consider necessary 

action. 
vi. Identifying a breach of contract by assessing the difference between contract performance and non-

performance. 
vii. Other areas as identified by the Comptroller of Public Accounts Contract Management Guide, latest 

edition.  

  

http://texreg.sos.state.tx.us/public/readtac$ext.ViewTAC?tac_view=5&ti=1&pt=15&ch=391&sch=D&rl=Y
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Appendix A -- RESPONDENT CHECKLIST FOR SUBMISSION OF RESPONSE 
 

The following is checklist of certain required and requested items in this solicitation to assist the 
respondent in responding to this solicitation.  Failure to submit required information may cause 
response to be disqualified. 
 

  Respondent should submit response in accordance with the instructions on the cover sheet.  

Response must be submitted in a sealed envelope referencing the following information in the 
lower left corner of the envelope:  opening date & time, requisition number and respondent's name 
and address. 
 

  Respondent must sign and return the face (cover sheet) of the solicitation.  Unsigned 

responses will not be considered under any circumstance. 
 

  Respondent shall complete Payee ID Number, full business name and address of 

Respondent on the face of the solicitation. 
 

  Respondent must read the solicitation thoroughly and understands that by signing the 

response the Respondent represents that they have read and understood the specifications as well 
as the Terms & Conditions.  
 

  Respondent must submit with response a list of business references on the "References" 

form attached.  Failure to submit required list of references may cause response to be disqualified. 
 

  Respondent shall submit with response, the following completed forms and information.   

Failure to return form(s) may cause response to be disqualified. 
 

"Solicitation" Form with signature 
"Company information" as indicated above 
"Pricing Schedule" Form(s) 
"Respondent Reference" Form 
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Appendix B -- Respondent Reference Form 
 
Respondents must submit with response a list of business references (minimum 3) for which they have 
provided similar services for in the last two years.  These references should demonstrate the respondent's 
ability to perform the Scope of Work described in the solicitation.  Include contract dates and contact 
information (customer points of contact, address, telephone number and email address).  The respondent 
must explain whether it performed the work as a prime contractor or subcontractor.  If the respondent 
performed the work as a subcontractor, the respondent must describe the scope of subcontracted activities. 
 
1.  Business Name:  

 
Point-of-Contact / Title:  
 
Phone:    Address/City/State: 
 
Description of Service Provided 

 
 
2.  Business Name:  

 
Point-of-Contact / Title:  
 
Phone:    Address/City/State: 
 

 Description of Service Provided 
 
 
 
3.  Business Name:  

 
Point-of-Contact / Title:  
 
Phone:    Address/City/State: 
 

 Description of Service Provided 
 
4.  Business Name:  

 
Point-of-Contact / Title:  
 
Phone:    Address/City/State: 
 

 Description of Service Provided 

 


